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OEORDIA DEPARTMENT OF HUMAN RESOURCES r OFFICE OF ADMINISTRATIVE SERVICES 

;#= 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

--lII--c..-I_-cI-~_.~I _ _ . _ _ . _ _ _ _ ~ ~ - ~ J . ~ _ . ~ . ~ ~ , ~  ~__I_~_.I.. RECORDSMANAQEMENTUNIT_ . ~ . s  1~~~ - ,  

. .  

For instructions on completing t h i s  form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6564976 GIST: 2214983 _ _ _ ~  

DHR -. 
4pplication Dace 

~ __ - -.-l_s_..l_. ~~ . 

Date Completed 

~ ~- 
Telephone Number 

393-7226 

1. GEORGIA DEPARTMENT OF HUMAN RESOURCES 

Division of Mental Health and 

47 T r i n i t y  Avenue, S.W. 
A t l a n t a ,  Georgia 30334 

Mental Retardat ion - Room 3154 

-- 
~~ ~ ~ ~~~ ~~~~~ ~ ~ - .~ 

~ 
~~~ 

Working T i l e  

D r .  Joseph L. Dicks Di rec to r ,  Dental Program 
. ~- ~ ~ ~. ~ .~ - .~ ~ ~ .. 

~ ~~~~~~ ~ 
- ~ ~ ~~ ~ ~ ~ ~ ~ ~ ~ _ _ _ _ _ _  ~~ ~~ 

I. Action Requested 
a. REstablish Retention Schedule: record will mntinue to accumulate. Department-wide schedule 
b. 0 Dispose of present accumuletion; no further mumulation anticipeted. 
c. O A m n d  Application No. ~.. Check Om: 0 Change: . D Supermde: 0 Void 

~ ~~ ~- . . ~ ~ 

ifoiioEid by titla u s  in offke; MdiMerunr) 

Iarlien Latest Ment a1 Health / Ment a1 Retarda t ion  Hospit a1 / I n s t i t u t i o n  
cont inuin  P a t i e n t  Dental  Record Case F i l e s  

.. - . ~ 

Whet i s  the function of tho Divlsion and the Office in which this record arier i s  crested? 
1960 

The Divis ion of Mental Health and Mental Retardat ion adminis te rs  t h e  programs f o r  menta 
hea l th ,  mental r e t a r d a t i o n ,  and o the r  developmental d i s a b i l i t i e s :  f o r  a lcohol  and drug 
abuse: 
munity mental h e a l t h  and t h e  adminis t ra t ion  of t h e  S t a t e  mental h o s p i t a l s :  and f o r  re- 
h a b i l i t a t i o n  and r e t a r d a t i o n  centers State-wide. 

The S t a t e  Regional Hospi ta l s /  I n s t i t u t i o n s /  Medical Centers have t h e  r e s p o n s i b i l i t y  t o  
provide mental h e a l t h  s e r v i c e s  f o r  t h e  people i n  i t s  geographic area of r e s p o n s i b i l i t y ;  
t o  conduct t r a i n i n g  and educat ion f o r  persons i n  var ious  mental h e a l t h  d i s c i p l i n e s ;  an 
t o  ca r ry  out  research  with t h e  ob jec t ive  of determining t h e  causes and poss ib l e  cures  o 
mental i l l n e s s .  

and conducts t r a i n i n g  and research.  This  Divis ion is a l s o  concerned wi th  com- 

~ .. __-l_l_ __I_ 
-~ 
1. Remrds series h i p t i o n  This fils contains the following documents (indude form n u m b s  M d  Htbs, if 4nv): Attech snmples of the file. 

h m n t r r e l a t i n o  to: maintaining records  of d e n t a l  s e r v i c e s '  performed f o r  p a t i e n t s  a t  . .  t h e  

< 
r e s p e c t i v e  State-financed h o s p i t a l s  and i n s t i t u t i o n s .  

. included ere: t h e  d e n t a l  c h a r t ,  the t reatment  record,  d e n t a l  x-rays, parent /guardian : 
consent f o r  d~&ntal t rea tment ,  ani3 accompanying records-~which may be u t i l i z e d  

~ .~ ~ by ' i nd iv idua l  programs. 
. .  

.~ 

, I  

Fi leismnged: a lphabe t i ca l ly  by las t  name of p a t i e n t .  

~ .~ ~~ ~ - ~ ~ -~ 
I. Monthly Reference Rate How often are records referred to wnich are: 



.- ~. Gl .O..L*. Quertionnaire. IP!BcBenK!~*P!?W*!mn) -.~L. ~ ~ ~-_i---i..-:L ---- . .  
a t  each Hospital/Institution/Medical Center a. Is this the official mpy of the wries? 

X I I  I f  not. where is it? 

b. Doer the series mntain confidential informetion mqulring tscurirj hendllng? If yes, cite law or regulation. 
contain pa t ien t  names - DHR Confidentiali ty of Public Records XI.A.Z(s) 

~ 

X 
- _  , . .-----_-.-_I 

J~_x-/ .c-J this a vital remrd? ~ _ ~ _ _ _  . ~ 

1 __ [_d;.-Dms~~his __. series have historical or long term research value? Ion& pat ien t  records -. 
e. When one or two documents in the file make it ~~cessary to keep the entire file for a long priod,could theseddocuments 

-h I f. Is  the infor&& mntained in t h i s  ssries ever published? If ye:,aech copy. 
~~ 

g. Is the information mnteined in this seriesever analyzed and/or recorded in a summarized report? 

..~ ______.~.________~ If yet, attach copy. 

of this series in your office, or in another off& or agency? 

- . ____ 
~~ 

I. Is  this series lors maprmmon of rtl mgulerly microfilmed? 

j. Doer the remrd series result in a mmpmer printout? 
-:---i-. 

I x [ 
1. Retention Requirements The following raquirea tha urie: to be b p t :  

e. ante Law __- yeere. d. Auditperiod year:. 

-yeart. 

-----years. 35 b. Statute Of limitation years. e. Administrative need . ~ .  . 
~~ ~ 

~yeers. -~ .- f. ~~ F&aI retention inotructioni .~ ~~ c. ~Fedaral law ~ 

~~ 

~~ . .  . .  
Attach copy or excerpt of lam or rsguletions. Explain administra!ive need. 

see attached l e t t e r  concerning MH/MR 
patient records 

~. . .  >! 

~ . ~~ 
. .  

~~ ~~ .. 
I,-___~__g_._l____I__._ 
2. Approved Disposition lnstru&onr . f h 6  &ncy recommends that the file wries be cut off at  the end of each: 

n&lendar Year; 0 Fiscal Year; 0 Other -~ then, 
~~ .~ 

0 Hold in the current files area monthlrl ' yearW;then 
Transfer to lowl holding arm; hold 

0 Transfer to State Record: Center; hold 
0 Destroy - 
0 Transfer to State Archives for permanent retention. 

mrl:): then 
- yeerls); than 

Other IspeCitVl 

Active records 
(when applicable) 

Beginning January 1, 1982, begin a new 
three-year divis ion of records; hold' 
preceding accumulation of records t o  - 

e n d o f  calendar- t o  comp~lete seven 
Years; transfer t o  loca l  holding area; 
hold 8 years: then t ransfer  t o  S ta te  Records 
Center; hold 20 years;  then destroy. 
Them instructions apply to all prlor and future accumulations of the wrie:. 

~ . . . ~  

Inact ive records 

. When individual d ies  or  becomes 
ine l ig ib l e  fo r  'services i n  Georgia,. 
place all papers f o r  tha t  pa t ien t  i n  
the inac t ive  fi1.e':  cut off the inac- 
t i v e  f i l e  at  end of each calendar year 
hold seven $ears; 
holding area;  -hold 8 years;  then 
t ransfer  t o  S ta te  Records Center; hold 
20 years; then destroy. 

t ransfer  t o  loca l  


